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Education should provide each student with an opportunity to grow to 
his fullest potential. For the personnel in the school, this involves plan­
ning and providing a wide variety of experiences appropriate'to the individual 
which spans the period from entrance into kindergarten through graduation 
from high school. These educational experiences should vary according 
to the student's age, grade, ability and special interest or assignment.
The goal of the educational program is to help each individual student in 
his own preparation in four main areas of preparation for living, preparation 
for earning, preparation for understanding, and preparation for facing the 
problems involved in the making of a better world.
This is a difficu lt, but attainable, goal i f  an atmosphere of trust and 
cooperation can be created among all who are involved in the educational 
process. Each instructor can do his part for the students by being instru­
mental in creating the atmosphere which makes it possible for each student 
to attain his fullest potential.
Technology has brought about many changes in the world of business 
and in the world of the citizen. A rather current educational reform move­
ment is "individualized instruction." Traditional methods of instruction
1
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such as lectures, question and answer sessions, and large-group discus­
sions have been attacked as not meeting the needs of individual learners. 
Advances in technology have allowed major systems approaches to individ­
ual instruction to be designed, developed, and used in some school 
districts. However, little has been done to help the great majority of 
individual teachers develop individualization techniques for use in their 
classrooms.
Instructors need to adapt existing instructional resources in creative 
ways to meet the needs of the individual students in their own classes, 
as classroom observations reveal that teachers are not completely meeting 
the needs of all students except in gross ways. Complete solutions are 
not yet apparent; therefore, further investigation is desirable.
\
Statement of the Problem
The problem of this study is to develop individualized units or contracts 
of instructional material to enable each bookkeeping and accounting student 
to progress at a pace suitable for his ability.
Purpose of the Study —
The purpose of this study was to determine the effectiveness of using 
individual contracts in teaching first-year high school bookkeeping and
accounting.
3
Delimitations of the Study
1. The bookkeeping and accounting independent study units were 
delimited to the South-Western 20th Century Bookkeeping and Accounting 
textbook, twenty-third edition.
2. The population was delimited to Drayton Public School bookkeeping 
c la sses .
3. The development of the instructional units related only to the first- 
year bookkeeping and accounting class .
4. The units of instruction were developed for use to meet the schedul 
ing situation present at Drayton Public School.
5. Criticism of the material developed was based on the evaluations 
made by the instructor and the students.
6. No attempt was made in this study to compare the results of this 
study and the effectiveness of the material written to the more traditional 
methods of bookkeeping and accounting instruction.
Definition of Terms
Most of the terms used in this study have the same definition and 
connotation as they have in general business and vocational education 
usage. Some of the definitions have been expanded or limited to meet 
the particular needs of this study.
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Affective Domain.— Includes objectives which describe changes in 
interest, attitudes, and values, and the development of appreciations and 
adequate adjustment.'1 *3
Behavioral O bjective. —A collection of words, statements, or symbols
2which describe an educational goal or goals.
Cognitive Domain. — Includes those objectives which deal with recall
or recognition of knowledge and the development of intellectual abilities 
3
and sk ills .
Formative Evaluation. — The observation to determine the degree of 
mastery of a given learning task and to pinpoint the part of the task not 
mastered.4
Individual Conference. —A consultation of one student with a teacher. 
Individual Study Units. —A learning kit, a teaching device, a learning 
package or an educational instrument, the purpose of which is to facilitate 
a change in learning behavior based upon an agreement between a student 
and his teacher. This change is to be produced in a systematic manner
benjamin S. Bloom, ed ., Taxonomy of Educational Objectives — 
Handbook 1. Cognitive Domain (New York: David McKay Company, In c ., 
1956), p. 7.
^James Lewis, Tr. . Administering the Individualized Instruction 
Program (New York: Parker Publishing Company, Inc., 1971), p. 69.
3
Bloom, Taxonomy of Educational Objectives , p . 7.
4Benjamin S. Bloom, Thomas J. Hastings, and George F. Madaus, 
Handbook on Formative and Summative Evaluation of Student Learning 
(New York: McGraw-Hill, In c ., 1971), p. 117.
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which w ill provide optimum opportunities for success in learning indepen­
dently in small, medium and large group settings.5
Psychomotor Domain. — Psychomotor skill tasks are those situations 
that require the identification and combination of stimulus-organism-response 
elements into co-ordinated spatio-temporal patterns of receptor-effector 
activity as a joint function of practice repetitions and reinforcing feed­
back so as to optimize probability, amplitude, and time scores in acqui-
g
sition, retention, and transfer.
Summative Evaluation. — The type of evaluation used at the end of
a term, course, of program of study for purposes o f grading, certification,
evaluation of progress, or research on the effectiveness of a curriculum,
7course o f study, or educational plan.
Organization of Chapters
The remaining chapters in this study w ill be organized in the following
way:
Chapter II is a review of related literature. The references for the 
related literature were obtained by a study of the material written in the 
area of bookkeeping and accounting.
^Lewis, Administering the Individualized Instruction Program, p. 13.
g
Robert J. Kibler, Larry L. Barker, and David T. M iles, Behavioral 
Objectives and Instruction (Boston: Allyn and Bacon, In c ., 1970), p. 67.
7
Bloom, Hastings, and Madaus, Handbook on Formative and Summative 
Evaluation, p. 117.
6
Chapter III deals with the procedures used in making the study and 
the development of individual conferences .
Chapter IV reports the findings of the study through the development 
o f independent study units for a first-year high school bookkeeping and 
accounting class.
Chapter V contains a summary of the study and the conclusions arrived 




The potential power of independent study in the high school in the 
1970's is an educational force of which business teachers should become 
aware. The student of today is aware of what is happening in our country, 
and the business world is very much a part of every headline in all parts 
of our country. Students in business education are involved in the business 
world. So why not "turn them on" to what is happening in America; for 
this w ill be a very important part of their life . The study of business 
through independent study can be a meaningful, interesting, and worthwhile
learning experience for high school students at various levels of achieve-
, 8 ment.
In today's accounting classroom, the teacher is expected to add new 
dimensions to his role. In the past, the teacher was simply supposed to 
show students how to perform certain manual operations, such as journaliz­
ing and posting; in other words, he taught the mechanical aspects o f the 
bookkeeper's job. Today, however, he must make his accounting course
O
John H. Clayton, "Independent Study in Business Education," The 
Balance Sheet, February, 1973, pp. 207.
r
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relevant to the career objectives and learning abilities of his students and
9to the vocational needs of the community.
It is time for teachers to look into what they might be doing wrong. 
One obvious conclusion is that teachers may not be using methods that 
encourage students to learn enthusiastically. Since the average student 
wants to learn, perhaps teachers should also give him a chance to do a 
little learning on his own in an area in which he has an interest.*^
Individual instruction, like the weather, is something all people talk 
about, but in reality do little about. Our reasons are valid— classes too 
large, too many papers to check, many other demands on time and so on.* 
The adoption of any individualized methodology demands teacher 
expertise in selecting and implementing the content and methods respec­
tively . It should not be presumed that all students w ill produce the same
12
quantity and quality of work within the same time lim its.
Students select accounting for any or a ll of the following reasons:
(1) to acquire skills rendering them employable; (2) to maintain adequate 
personal records; and (3) to use the skills and knowledge gained as a
g
David H. Weaver, "Adding Flexibility to Accounting Instruction," 
Business Education W orld, September-October, 1972, p. 26.
^C layton , "Independent Study," p. 207.
* ■''Doris Howard, "Focus on the Individual," journal of Business 
Education, May, 1971, 1. 333.
^Carmela C. Caputo, "Job Instruction Sheets: An Approach to 
Individualizing the Accounting C lass," Business Education W orld, May- 
June, 1974, p. 5.
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basis for further advanced study. Fundamentally, it is vital for both the
learner and the teacher to understand what is to be accomplished in the
course. The learning experience should develop student self-confidence,
a sense of responsibility, an awareness of details, accuracy in following
13directions, and pride in accomplishment.
Because most high school accounting classes attract students of 
various abilities and interests, the teacher must be prepared to stimulate 
those with exceptionally high ability and to motivate the less gifted, so 
that a ll students can acquire the knowledge and skills needed to achieve 
their goa ls .
Traditional methods of teaching must be rearranged if teachers are to 
become involved in a modular-flexible-individualized process of education 
Students w ill find they can move ahead at their own pace and they can 
allocate their time to complete assignments. This gives them a sense of 
independence that they have not had before (they w ill enjoy it ), and 
teachers w ill find that they w ill be working harder and working longer than 
under the traditional method of education. ^
The solution to the improvement of teaching bookkeeping and account­
ing in high school is not simple. Possibly there is no one solution. 
Probably the answer is adjustment rather than final solution. The sad
^ Ib id  . , p. 6. 14Ib id .,.p  7.
^Ben J. Russo and Robert C . Strohacker, "Independent Study: Ingre­
dient for Individualization in Accounting," The Balance Sheet, April, 1974, 
p. 301.
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fact is , however, that almost no one is approaching the problem with full
1 6awareness of the need for drastic change.
As progressive teachers, we must be w illing to experiment in order 
to meet the needs of all of our students. Variety in teaching methods and
17the use of different types of business equipment w ill challenge our students.
Curriculum change is taking place throughout the nation. New curricu­
lum concepts are on the move, even i f  they appear on a broken front. There
j
are some significant instances o f individualization and independent study 
in many schools, and there are comprehensive, articulated changes across 
entire school districts.
These changes are not only documented in lesson plans and fresh
course guides— many appear in prepared student learning activity packets,
correlated to textbooks and designed to promote individual performances
and progress. Many of our teachers are developing the learning activities
18
so they may permit the student to progress at his individual ability.
Ideally, an individualized program starts the student where he is and 
encourages him to progress at his own rate. The student learns in his own 
style and is motivated through his own interests and successes. The 167*
16
Herbert A. Tonne, "A Critique of Bookkeeping Instructional Content,” 
Journal of Business Education, December, 1970, p. 106.
17Dominic R. Pino, "Let's Make Bookkeeping Instruction Realistic,"
The Balance Sheet, May, 1969, p. 400.
l^Russo and Strohacker, "Independent Study: Ingredient," p. 301.
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implementation of an individualized system demands a complete redirecting
of the entire educational enterprise, an activity which takes time, money,
19and considerable effort.
Like the weather, everybody seems to enjoy talking about performance
objectives, but few are doing enough about them. Almost nobody is writing
them to convey what should comprise a unit of learning or a curriculum
or what instructional materials are most suitable in getting desired results.
Perhaps the reason for this hesitancy on the part of teachers to make a
20start in specifying objectives is that few know how to proceed.
Mager has defined an objective as " . . .  an intent communicated by
a statement describing what the learner's pattern of performance is to be
21like when he has successfully completed a learning experience."
Those who have attempted to develop objectives for a course of 
instruction are of one voice in reporting that the experience is a rewarding 
one. It is inevitable that the teachers who develop specific objectives 
and use them to blueprint what w ill be taught and in what depth w ill 
improve the quality of instruction in terms of student performance. Writing 
performance or behavioral objectives can be the first step in developing *21
IQ-^Edward A. Perkins, Jr., "Anthology on Individualized Instruction," 
Business Education W orld, March-April, 1971, p. 2.
o n
^uEdward E. Byers, "Writing Performance Objectives: The Test of 
Professional Integrity," Business Education World, September-October, 
1970, p. 18.
21Robert F. Mager, Preparing Instructional Objectives (Belmont, 
California: Fearon Publishers, 1962), p. 3.
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an instructional strategy that spells out a clear relationship between results 
and goals and therefore provides for accountability— the test of professional 
integrity. ̂
A well-written performance objective should say three things: (1)
it should say what it is that a student who has mastered the objective w ill
do; (2) it should say under what conditions the student w ill do this; and
(3) it should say to what extent or measure the student w ill do this.
Expressed in a single sentence, a comprehensive performance objective
w ill specify under what conditions and to what extent a certain kind of
23performance can be expected to take place.
Writing objectives for the affective domain is different from writing 
objectives for the cognitive domain because of the difficulty in observing 
and measuring people's interests, attitudes, and values. Interests, 
attitudes, and values are essentially generalizations about the things 
people do.
The arrangement of behaviors from simple to complex and the differen­
tiation of behaviors into three domains— the cognitive, the psychomotor, 
and the a ffective— were made primarily from an educational viewpoint.
That is , these are the distinctions which teachers make in the develop­
ment of curriculum and teaching procedures.
Some objectives include more than one behavioral domain. For 
example, an objective such as "to be able to present an original five-minute 23
^B yers, "Writing Performance Objectives," p. 18.
23
Ibid . ,  p. 19.
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method of learning typewriting speech in front of the class without exhibit­
ing stage fright" includes the three different domains of human behavior.
The first class of behaviors implied in this objective is psychomotor skills 
involved in meaningful sound or speaking production; the second behavioral 
class involves attitudes toward the speaking situation, or affective behav­
iors. The objective also assumes that the student is capable of compre­
hending and repeating information contained in the speech. This would be 
regarded as a cognitive behavior. So, what appears to be a simple objective 
o f instruction involves several different classes or domains of behavior. 
Furthermore, some classes of behavior are easier to evaluate than others.
The psychomotor and cognitive aspects of the above objective would be 
considerably easier to evaluate objectives than the aspects dealing with 
attitudes.
The main purpose of formative observations is to determine the degree
of mastery of a given learning task and to pinpoint the part of the task not
mastered. Summative evaluation is directed toward a much more general
assessment of the degree to which the larger outcomes have been attained
over the entire course or some substantial part of it . Further purposes
25would be to grade pupils and to report to parents or administrators.
Lewis has made a comparison of the traditional lesson plan and 
individual study units as shown on the following page: *25
9 4 Bloom, Taxonomy of Educational O bjectives, p. 19.
25Bloom, Hastings, and Madaus, Handbook on Formative and Summative 
Evaluation, p. 61.
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COMPARISON OF TRADITIONAL LESSON PLAN AND 
INDIVIDUAL STUDY UNITS26
Traditional Lesson Plan
1.. Tends to be teacher-oriented
and is used to facilitate teacher 
presentation of the lesson to 
an entire c la ss .
2. General Purpose: tends to 
answer question of "what" is 
to be learned, however, does 
not spell out "why" it is to 
be learned.
3 . Aims and Objectives: tend to 
be stated in non-observable 
terms and, frequently, cannot 
be adequately evaluated be­
cause they are too general to 
be listed in terms of specific 
questions at the end of the 
lesson plan.
4. Periodic Quiz: used for the 
teacher to determine how well 
the student has learned the 
particular lesson presented.
5. No comparable feature.
Individual Study Units
1. Tends to be student-oriented and 
serves as a guide for the individ­
ualization of instruction to each 
student, as w ell as a guide for 
the teacher.
2. Rationale: tells the student 
what he is going to learn, and 
why it is necessary for him to 
learn this particular material.
3 . Behavioral Objectives: readily 
evaluated by measuring observ­
able student performance. Clear 
delineation makes it possible 
for the student to know what he 
is going to learn from; what 
performance is expected from him 
and how much he is expected to 
learn in order to reach the behav­
ioral objectives successfully.
4. Self-Assessment Test: used as
a check-point so that the student 
can evaluate his own progress 
as he pursues his learning 
experience.
5. Attitudinal Objectives: constitute 
important elements in the Individ­
ual Study Units which are not 
specifica lly  dealt with in the 
traditional lesson plan and are 
taken for granted. The attitudes 
which a lesson may influence
26Lewis, Administering the Individualized Instruction Program, p. 63.
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are important and are examined 
in a number of ways to e lic it 
student attitude about the given 
content. Included is a one-to- 
one exchange between teacher 
and student to discuss, evaluate 





In preparing the material for this study, the writer began by reviewing 
various articles in professional vocational and business education journals 
and books to determine if this type of instruction had been used before and 
i f  it had met with success. In addition to material related directly to busi­
ness and vocational education, articles and books related to instructional 
objectives and goal analysis were reviewed.
The basic steps used in preparing the individual units were: (1) 
the development of behavioral objectives; (2) the summation of chapter 
salient items; and (3) the preparation of learning activ ities.
Each contract was typewritten on paper and consisted of one unit 
per chapter. A duplicating machine was used to make copies of the con­
tracts and they were put in a file  for use by the students .
Textbooks and workbooks were issued to each student. The workbook 
was used as a plan for the student to use in organizing his work and 
contained duplicated business forms for practice use.
Proper work habits were stressed so each student could work indepen­
dently and do his own thinking and checking. Self-checking procedures 
were taught so the student was encouraged to verify his work.
16
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Following the introductory sessions, the students began work on the 
instructional units. The units were evaluated through the year by the 
instructor and the students. On the basis of the evaluations, the units 
were rewritten.
The teacher listed the techniques and methods to be used to achieve 
the behavioral objectives. This gave direction to the student for appropri­
ate, meaningful utilization of time and effort. It also made the student 
an integral part of the planning and direction of the activity. The student 
and teacher became a team with a goal for learning.
Then the student pursued the learning activity designed for the unit. 
The teacher directed and supervised the learning activity. In this way, 
attention was focused on the learner.
A ll details of the independent study unit were reviewed so the student 
knew how to carry out the tasks or steps. By verifying this, the student 
assured the teacher that he knew what steps to follow . I f  the student did 
not know where he was headed, the student continued to study the con­
ditions and if  necessary secured help from the teacher.
The student had accomplished a major part of his learning when he 
had recognized which conditions were necessary to carry out each task. 
The student thus learned to complete an assignment when everything was 
given and he needed only to use the information correctly.
A serious attempt was made to tailor each step of instruction so that 
it was within the individual student's ability. Therefore, a definite effort 
was made to assure the success of the student.
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Tha students asked questions and received help on any topic. Each 
student was required to follow the contracts in sequence from the first 
requirement to the last. They were not allowed to go from one topic area or 
chapter to the next area until they had demonstrated their competence on 
the preceding topic. Competence after each contract was measured by an 
examination administered by the instructor.
Individual conferences were held with the instructor. During these 
conferences the teacher was able to do the following:
1. Determine and reinforce each student's strengths.
2. Detect and treat weaknesses .
3. Establish rapport.
4. Check student progress .
5. Ascertain student feelings and attitudes.
The individual conference provided an open setting in which a student 
shared not only his interests in life , his concerns, his goals but also 
his anxieties, his fear of failure, and his short-comings.
The individual sessions were used to bring the student and the teacher 
together for mutual understanding and benefit, develop specific needed 
sk ills , diagnose and point out need, and to make necessary plans and 
assignments to help overcome weaknesses, provide opportunity for develop­
ing good work-study habits, and relax the student.
The one-to-one conference provided an harmonious atmosphere for 
instruction. The teacher tried to give the student the impression that he
19
was not the absolute authority and tried his best to put himself on the same 
level as the student or else all effort may have been lost.
Questions were asked which could not be answered with a mere yes 
or no. They required the element of thought, of reason, of guessing, of 
hypothesizing, and of probing.
The frequency of conferences was not as important as it was to remember
that the individual conference was an instructional period. The writer
-----
used the individual conferences for each student at least twice during each 
nine-weeks period. Additional conferences were on a voluntary basis if 
the student requested one. Two methods were used. The students o f the 
class were asked to come to the teacher's office in alphabetical order or 
the students could sign up for a certain time on a specific day when they 
wanted to have a conference.
Each individual conference should end with some kind of a summary 
statement by the teacher. The statement should be a kind of summation of 
their work together. There should also be assignments, if necessary, in 
self-directed activities with specific times scheduled. Some kind of 
positive comment, such as praise, should be at the conclusion of a con­
ference. There is always something that can be found, even if  it seems 
only minor to the teacher. The writer believes that the student who knows 
what he does not know seems to be w iser than the one who is ignorant of 
his failings. The student who knows his weaknesses should become the 
self-directed person and he is the one that should learn.
20
The writer has also used the individual conference for oral testing 
o f specific materials and at times has used that as part of the evaluation 
procedure.
Evaluation was two-fold. Subjective evaluation was done by the 
teacher as he observed, directed, and critiqued the learner during the 
action part of the activity. Objective evaluation was provided through a 






The problem of this study was to develop individualized study units
or contracts of instructional material to enable each bookkeeping and
----
accounting student to progress at a pace suitable for his ability.
The individual contracts were developed for teaching first-year high 
school students by using the South-Western Twentieth Century Bookkeeping 
and Accounting textbook, twenty-third edition.
Each individual study unit or contract was constructed by using the 
same format. A code was created to aid the student; for example, BE *
BKKP * 2 meant that the contract came from the business education depart­
ment, the course content was bookkeeping, and the unit covered would 
be Chapter 2.
The units on the following pages consisted of:
1. name of student, (at top of page, omitted in this study),
2. name of instructor, (at top of page, omitted in this study),
3. current chapter to be covered,
4. prerequisite,
5. title of current chapter,
6. behavioral ob jectives,
21
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7. salient items or main points,
8. performance or learning experiences,
9. and achievement or an examination covering chapter completed.
The individual contracts developed for this study are found on pages
23 through 89 and move from the simple to the complex. The emphasis is 
on the basic principles, concepts, and procedures of bookkeeping and 
accounting that every student must understand if  he expects to have a 
maximum opportunity when he enters the world of business. The principles 
are first presented using common tools that are available to a student in 
any school, such as pens and simple adding machines. The student is 
gradually introduced to applications that use special types of business 
records and to knowledge about automation.
A wide variety of activities are provided in each contract: vocabulary, 
study questions, business cases, drills for understanding, and applica­
tion problems.
23
BE * BKKP * 1
STARTING A BOOKKEEPING SYSTEM 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Understand the meaning of three very important bookkeeping terms 
assets, liab ilities, and proprietorship.
2. Recognize that the first step to install a new bookkeeping system 
is to find (a) what is owned, (b) what is owed, and (c) what is 
the net worth of the proprietor.
j
3. Comprehend that a complete detailed picture of what an enter­
prise owns, owes, and is worth is called a balance sheet.
4. Recite that the first business paper used in setting up any set of 
books is the beginning balance sheet.
5. Present the step-by-step procedure used in preparing a balance 
sheet.
6. Point out several common bookkeeping practices.
7. Memorize that any balance sheet can be summarized in the book­
keeping equation, Assets = Liabilities + Proprietorship.
SALIENT ITEMS
The first step in starting a new bookkeeping system of any kind is the 
preparation of a beginning balance sheet. The balance sheet on page 4 
is presented in script because it is a model of an actual bookkeeping 
record. —
Three types of balance sheets are used in the problems at the end of 
this chapter— personal, social, and business— in order to stress that 
bookkeeping has certain universal principles that apply to a ll forms of 
bookkeeping.
PERFORMANCE
1. Read Chapter 1; textbook pages 3-9.
24
BE * BKKP * 1 — Continued
2. Write out the meaning of each of the business vocabulary words 
on page 10.
3. Write out the answers to the study questions on page 10.
4. Write out the discussion for Cases 1, 2, 3, and 4 on pages 10 
and 11.
5. In the workbook, do Drill 1-A and 1-B.
6. Work out problems 1-1 and 102, pages 12 and 13, using the forms
provided in the workbook. /
7. Work supplementary problem 1-S, pages 13 and 14, using the forms 
provided in the workbook.
8. Staple all your work including scrap paper behind this contract 
when completed and hand in for credit. This would include work­
book pages 3 and 4.
ACHIEVEMENT
Examination for Chapter 1.
' “ a
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RECORDING THE OPENING ENTRY 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Illustrate that every entry in a journal has a date, a debit part, 
a credit part, and a brief description of the source document.
2. Demonstrate that there may be more than one debit amount in 
the debit part of any journal entry and more than one credit 
amount in the credit part of any journal entry.
3. Explain that the total of the debit amounts in every journal entry 
should equal the total of the credit amounts in the entry.
4. Discuss that asset items on the balance sheet are always recorded 
as debits when the opening entry is recorded in the general 
journal.
5. Relate that liab ility items on the balance sheet are always recorded 
as credits when the opening entry is recorded in the general 
journal.
6. Verify that proprietorship items on the balance sheet are always 
recorded as credits when the opening entry is recorded in the 
general journal.
7. Present the step-by-step procedures used in making an opening 
entry in a general journal.
BE * BKKP * 2 P re req u is ite : BE * BKKP * 1
SALIENT ITEMS
A standard form of general journal with two amount columns is used 
in this chapter. This is realistic as w ell as simple because only two 
amount columns are needed to record any balance sheet in any bookkeeping 
system in any business.
In setting up a bookkeeping system, each line in the opening entry 
has an account title with an amount known as a balance. Asset account 
balances are always debit balances. Liability account balances are 
always credit balances. The proprietorship account balance is always a 
credit balance.
26
BE * BKKP * 2— Continued 
PERFORMANCE
1. Read Chapter 2; textbook pages 15-19.
2. Write out the meaning of each of the business vocabulary words 
on page 19.
3. Write out the answers to the study questions on page 20.
4. Write out the discussion for Cases 1 and 2 on page 20.
5. In the workbook, do Drill 2-A. /
6. Work out problems 2-1 and 2-2, page 22, using the forms provided 
in the workbook.
7. Work supplementary problem 2-S, page 23, using the forms pro­
vided in the workbook.
. 8. Staple a ll your work including scrap paper behind this contract
when completed and hand in for credit. This would include work­
book pages 7 and 8.
ACHIEVEMENT
Examination for Chapter 2.
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POSTING THE OPENING ENTRY 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Learn the techniques of posting from a two-column journal to 
a ledger that uses the standard form of ledger ruling.
2. Interpret the arrangement of the parts of the standard form of 
ledger ruling.
3. Present the step-by-step procedure used in posting each line 
o f a journal entry.
4. Discuss the use of the posting reference column in the ledger 
account and the posting reference column in the journal.
5. Understand the nature of account balances.
• 6. Explain why accounts in the ledger are numbered.
BE * ,BKKP * 3 Prerequisite: BE * BKKP * 2
SALIENT ITEMS
The word debit in bookkeeping has only one meaning— left-hand side 
of an account. The word credit has only one meaning in bookkeeping— 
right-hand side of an account.
The amount is the first item posted because it is the amount that 
really represents the debit (or the credit) to an account. The date is not 
posted first because the date is not a debit or a credit. The date merely 
explains when the debit (or the credit) happened.
Each ledger account illustrated on pages 30 and 31 of the textbook 
is usually given an entire page in the ledger in business.
PERFORMANCE
1. Read Chapter 3; textbook pages 25-33.
2. Write out the meaning of each of the business vocabulary words 
on page 34.
BE * BKKP * 3— Continued
3. Write out the answers to the study questions on page 34.
4. Write out the discussion for Cases 1 and 2 on pages 34 and 35.
5. In the workbook, do Drill 3-A and 3-B.
6. Work out problem 3-1, pages 36 and 37, using the forms provided 
in the workbook.
7. Work supplementary problem 3-S, pages 3 7 and 38, using the 
forms provided in the workbook.
8. Staple a ir your work including scrap paper behind this contract 
when completed and hand in for credit. This would include work­
book pages 11-16.
ACHIEVEMENT
• Examination for Chapter 3 .
29
DEBIT AND CREDIT OF BUSINESS TRANSACTIONS AFFECTING BALANCE 
SHEET ACCOUNTS
BE * BKKP * 4 Prerequisite: BE * BKKP * 3
BEHAVIORAL OBJECTIVES
The student w ill be able to:
1. Recognize business transactions for the first time.
2. Show that each business transaction changes the balance of two 
or more accounts in the ledger.
3. Explain why each ledger account has two sides.
/
4. Understand that asset accounts always have debit balances, 
liability accounts always have credit balances, and the proprie­
tor's capital account always has a credit balance.
5. Remember that the balance side of any account is always its 
increase side.
6. Demonstrate that the decrease in any account balance is always 
placed on the side of the account that is opposite its balance 
s id e .
7. Present typical transactions that are examples of changes in 
assets, liab ilities, and proprietorship.
SALIENT ITEMS
Asset accounts have debit balances; liability accounts have credit 
balances; the proprietor's account has a credit balance; the increase side 
of any account is its balance side; and the decrease side of any account 
is the side opposite the balance side.
Begin in this chapter to use the T account as a device for analyzing 
business transactions.
PERFORMANCE
1. Read Chapter 4; textbook pages 39-46.
2. Write out the meaning of each of the business vocabulary words 
on page 46.
30
BE * BKKP * 4— Continued
3. Write out the answers to the study questions on page 46 and 47.
4. Write out the discussion for Cases 1 and 2 on page 47.
5. In the workbook, do Drill 4-A, 4-B, and 4-C.
6. Work out problems 4-1, 4-2, and 4-3, pages 48-50, using the 
forms provided in the workbook.
7. Work supplementary problem 4-S, pages 51-52, using the forms 
provided in the workbook.
8. Staple a ll your work including scrap paper behind this contract 
when completed and hand in for credit. This would include work 
book pages 19-23.
ACHIEVEMENT
Examination for Chapter 4.
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DEBIT AND CREDIT OF BUSINESS TRANSACTIONS AFFECTING INCOME 
ACCOUNTS AND EXPENSE ACCOUNTS
BEHAVIORAL OBTECTIVES
The student w ill be able to:
1. List typical transactions that are examples of changes in income 
and expenses.
2. Discuss why income and expense accounts are used instead of 
the proprietorship account for recording income and expense 
transactions.
3. Illustrate that the balance side of every income account is the 
credit side and that all increases in an income account are 
recorded on the balance side of the account.
4. Demonstrate that the balance side of every expense account is
the debit side and that all increases in an expense account are 
recorded on the balance side of the account.
BE * BKKP * 5 Prerequisite: BE * BKKP * 4
SALIENT ITEMS
Through the use of "T" accounts, the student builds the "account 
images" that he must have as he prepares to journalize a transaction.
Students should drill themselves on the concepts: (1) asset accounts 
have debit balances; (2) liability accounts have credit balances; (3) the 
proprietor's account has a credit balance; (4) income accounts have credit 
balances; (5) expense accounts have debit balances; (6) the increase side 
o f any account is its balance side; and (7) the decrease side of any account 
is the side opposite the balance side. —
PERFORMANCE
1. Read Chapter 5; textbook pages 53-58.
2. Write out the meaning of each of the business vocabulary words 
on page 58.
3. Write out the answers to the study questions on page 58-59.
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4. Write out the discussion for Cases 1, 2, 3, and 4 on page 59.
5. In the workbook, do Drill 5-A and 5-B.
6. Work out problems 5-1, 5-2, and 5-3, pages 61 to 63, using 
the forms provided in the workbook.
7. Work both supplementary problems 5-S and 5-B, pages 63 and 
64, using the forms provided in the workbook.
8. Staple a ll your work including scrap paper behind this contract 
when completed and hand in for credit. This would include work­
book pages 27-32.
ACHIEVEMENT
Examination for Chapter 5 .
Prerequisite: BE * BKKP * 5BE * BKKP * 6 
JOURNALIZING BUSINESS TRANSACTIONS 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Analyze in as simple a manner as possible what causes two or 
more balances in the ledger to change each time a transaction is 
completed.
2. Comprehend the need for an immediate record of each business 
transaction at the time the transaction is completed.
3. Explain in writing that the changes produced by transactions 
must be recorded in a journal before they can be posted to the 
ledger.
4. Demonstrate the need for and the advantages of special columns 
in a journal.
5. Recognize that the complete record of each transaction in this 
chapter is written on a single line of the cash journal.
6. Understand that in the cash journal used in this chapter, the debit 
amount must always be equal to the credit amount on the same 
lin e .
7. Apply why a check mark is placed in the Account Title column 
when both the debit amount and the credit amount of the trans­
action are recorded in the special columns.
SALIENT ITEMS
The Source Document— the first step in the bookkeeping cycle. Refer 
to the illustration on page 1 of the textbook. Students should be able to 
define and give examples of source documents.
Journalizing— the second step in the bookkeeping cycle. This chapter 
explains why business transactions must be recorded first in the journal 
instead of directly in the ledger. Special columns in a journal for cash 
received and cash paid actually make the work of the student easier and 
simpler. The "cash half" of each cash received transaction is easy be­
cause it is always recorded in the Cash Debit column. In the beginning 
lessons it is enough to have to decide what is the "other half" of the
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entry. Using the cash debit half of the entry as an anchor point gives 
the student a feeling of added security in determining the other half of 
the entry. The same kind of reasoning applies to the cash half of each 
cash paid transaction.
PERFORMANCE
1. Read Chapter 6; textbook pages 65-78.
2. Write out the meaning of each of the business vocabulary words 
on page 79.
3. Write out the answers to the study questions on page 79.
4. Write out the discussion for Case 1 , 2 ,  and 3 on pages 79 and 80.
5. In the workbook, do Drill 6-A and 6-B.
6. Work out problems 6-1 and 6-2, pages 82 and 83 and 84, using 
the forms provided in the workbook.
7. Work supplementary problem 6-S and 6-B, pages 84 to 86, using 
the forms provided in the workbook.
8. Staple work including scratch paper to this contract when completed 
and hand in for credit. This would include workbook pages 35-40.
ACHIEVEMENT






The student w ill be able to:
1. Form a step-by-step procedure used in posting an entry from a 
five-column journal that has two general columns and three special 
columns.
2. Select the steps used in posting the total of a special column.
3. Describe why amounts in the General amount columns are posted 
to the accounts named in the Account title column.
4. Determine why amounts in the special columns are not posted 
individually.
5. Translate why only the totals of special amount columns are posted.
6. Cite why the totals of the two General amount columns are not 
posted.
7. State why an account number is placed under each special column 
total immediately after it is posted.
8. Repeat why a check mark is placed under the total of each of 
the two General columns.
BE * BKKP * 7 Prerequisite: BE * BKKP * 6
SALIENT ITEMS
This chapter explains the use of the Chart of Accounts. Students 
are to compare the chart of accounts illustrated on page 2 with other charts 
illustrated on pages 166, 404, and 480. Note that the systems for number­
ing accounts vary with the type of business. The numbers assigned to 
expense accounts on pages 166 and 404 begin with the digit 6. Some book­
keeping systems have separate divisions for "other income" and "other 
expense" so that eight divisions are needed, as shown on page 480.
PERFORMANCE
1. Read Chapter 7; textbook pages 87-98.
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2. Write out the answers to the study questions on page 99.
3. Write out the discussion for Case 1 and 2 on page 99.
4. In the workbook, do Drill 7-A and 7-B.
5. Work out problem 7-1, pages 100 and 101, using the forms provided 
in the workbook. Problem 6-2 from contract No. 6 w ill be needed 
to work on this problem.
6. Work supplementary problem 7-S and 7-B, pages 101 to 104,
using the forms provided in the workbook. You must make your 
own forms to complete 7-B! ! '
7. Staple all your work including scratch paper to this contract when 
completed and hand in for credit. This would include workbook 
pages 43-48.
ACHIEVEMENT
Examination on Chapter 7.
37
PROVING THE ACCURACY OF POSTING 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Demonstrate how to foot each account in the ledger and how to 
. find the balance of each account.
2. Defend how to prove the accuracy of the cash account.
3. Apply how to prepare a trial balance.
4. List what a trial balance proves and what it does not prove.
5. Locate errors indicated by a trial balance out of balance.
6. To be able to demonstrate how to correct errors in the ledger.
SALIENT ITEMS
All that is desired at this point in the course is to explain effectively  
what a trial balance does and what it does not do. A trial balance of the 
ledger can be taken at any time— daily, weekly, monthly. It is not neces­
sary to complete a work sheet every time a trial balance is prepared.
In footing accounts— students must use a very sharp pencil and use 
tiny figures in footing the ledger accounts .
PERFORMANCE
1. Read Chapter 8; textbook pages 105-113.
2. Write out the meaning of each of the words on page 114.
3. Write out the answers to the study questions on page 114.
4. Write out the discussion for Case 1 , 2 ,  and 3 on page 114.
5. In the workbook, do Drill 8-A.
6. Work out problems 8-1 and 8-2, pages 115 and 116 using the forms 
provided in the workbook.
7. Staple all your work including scratch paper to this contract when 
completed and hand in for credit. This would include workbook 
pages 51-58.
BE * BKKP * 8 Prerequisite: BE * BKKP * 7
BE * BKKP * 8— Continued 
ACHIEVEMENT
Examination for Chapter 8
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THE SIX-COLUMN WORK SHEET
BE * .BKKP * 9 Prerequisite: BE * BKKP * 8
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
/
1. Explain the need for interpreting bookkeeping records periodically 
in order to determine the success of the business.
2. Evaluate the use of analysis paper as a means of summarizing 
on a single sheet of paper all information needed to determine 
net income or net loss.
3. Demonstrate how to analyze and interpret the trial balance through 
the use of six column analysis paper called a six-column work sheet.
4. To perform in writing the step-by-step procedure used in preparing 
a work sheet.
SALIENT ITEMS
The work sheet should not be thought of as a "big business" device 
or a paoer used by accountants only. The work sheet is a very convenient 
analysis paper for the small businessman who does his own bookkeeping 
and for the bookkeeper who does all the bookkeeping in a small enterprise. 
The work sheet is a "working paper" that should be prepared in pencil.
PERFORMANCE
1. Read Chapter 9; textbook pages 121-125.
2. Write out the meaning of each of the words on page 125.
3. Write out the answers to the study questions on page 126.
4. Write out the discussion for Case 1, 2, and 3, pages 126 and 127.
5. In the workbook, do Drill 9-A.
6. Work out problem 9-1, page 128 and 129, using the forms provided 
in the workbook.
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7. Work supplementary problem 9-S and 9-B, pages 129 and 13 0, 
using the forms provided in the workbook.
8. Staple all your work including scrap paper to this contract when 
completed and hand in for credit. This would include workbook 
pages 67-70.
ACHIEVEMENT
Examination for Chapter 9.
41
THE INCOME STATEMENT AND THE BALANCE SHEET 
BEHAVIORAL OBJECTIVES
BE * BKKP * 10 Prerequisite: BE * BKKP * 9
The student w ill be able to:
Analyze the need for preparing a separate Income Statement and 
a separate Balance Sheet.
Identify that a ll of the information needed to prepare an Income 
Statement is obtained from the two Income Statement columns 
of the Work Sheet.
Translate that all of the information needed to prepare a Balance 
Sheet is obtained from the two Balance Sheet columns of the Work 
Sheet.
Reconstruct an analysis of the arrangement o f a ll the items on the 
Income Statement.
Prepare in writing an analysis of the arrangement of the items 
on the Balance Sheet in report form.
SALIENT ITEMS
Note that the items on each of the two financial reports are listed in 
the same order on the work sheet as they are listed on the financial reports. 
Students are to start at the top of the Income Statement columns of the 
Work Sheet and to check off each amount in these columns as it is used 
on the Income Statement. Students are to start at the top of the Balance 
Sheet columns of the Work Sheet and to check off each amount in these 
columns as it is used on the Balance Sheet. The two financial reports 
are to be prepared in ink.
PERFORMANCE
1. Read Chapter 10; textbook pages 131-137.
2. Write out the answers to the study questions on page 137.
3. Write out the discussion for Case 1 and 2 on page 13 7.
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4. In the workbook, do drill 10-A and 10-B.
5. Work out problems 10-1 and 10-2, pages 139 and 140, using the 
forms provided in the workbook. Problem 9-1 w ill be needed to 
complete 10-1.
6. . Work supplementary problem 10-S and 10-B, page 141 and 142,
using the forms provided in the workbook plus making your own 
forms for 10-B.
7. Staple all your work including scrap paper to this contract when 
completed and hand in for credit. This would include workbook 
pages 73-78.
ACHIEVEMENT
Examination for Chapter 10.
43
CLOSING THE LEDGER 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Name the need for bringing the proprietorship section of the 
ledger up to date.
2. Identify the need for getting the ledger ready for the next fiscal 
period by clearing the income account and the expense accounts 
of their balances.
/
3. State the use of the income and expense summary account as a 
means of summarizing the temporary proprietorship sections of 
their balances.
4. Assemble the step-by-step procedure of closing the income account 
and the expense accounts into the summary account, using the 
work sheet as the guide.
5. Outline the method of closing the income and expense summary 
account into the proprietor's capital account.
6. Record how income accounts and expense accounts are closed and 
ruled.
7. Diagram how asset, liab ility, and proprietorship accounts are 
balanced and ruled.
8. Itemize a summary of the bookkeeping cycle as it has been devel­
oped in the first eleven chapters of this textbook.
BE * BKKP * 11 Prerequisite: BE * BKKP * 10
SALIENT ITEMS
This chapter brings out all the steps taken in closing and ruling all 
income and expense accounts as well as the balancing and ruling of all 
asset, liab ility, and proprietorship accounts. Students should be able to 
perform step-by-step the closing of all ledger accounts.
PERFORMANCE
1. Read Chapter 11; textbook pages 143-155.
44
BE * BKKP * 11— Continued
2. Write out the meaning of each of the words on page 156.
3. Write out the answers to the study questions on page 156.
4. Write out the discussion for Case 1, 2, 3, and 4 on pages 156 
and 157.
5. In the workbook, do Drill 11-A and 11-B.
6. Work out problems in 11-1, 11-2, and 11-3, pages 158 and 160,
using the forms provided in the workbook. v-
7. Staple all your work including scrap paper and adding machine 
tape to this contract when completed and hand in for credit.
This would include workbook pages 81-88.
ACHIEVEMENT
Examination for Chapter 11.
ST
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RECORDING THE BUYING OF MERCHANDISE ON ACCOUNT 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Compare the records of a merchandising business in contrast to 
those of a service business used in previous chapter.
2. Answer the conditions under which several special journals are 
preferred to a single journal.
3. List the step-by-step procedures in which to record all purchases 
o f merchandise on account in the purchases journal.
4. Explain why, even though in a special journal an amount is written 
once, the entry still has a debit part and a credit part.
5. Identify the use of the accounts payable ledger as a subsidiary 
ledger.
BE * BKKP * 12 Prerequisite: BE * BKKP * 11
SALIENT ITEMS
This chapter emphasizes the relationship of the accounts payable 
ledger to the accounts payable account in the general ledger. To be able 
to demonstrate the reasons for a separate ledger for accounts with creditors 
and how the accounts payable account in the general ledger summarizes 
a ll the accounts in the accounts payable ledger is the most difficult part 
o f this chapter.
PERFORMANCE
1. Read Chapter 12; textbook pages 165-180.
2. Write out the meaning of each of the vocabulary words on page 
181.
3. Write out the answers to the study questions on page 181.
4. Write out the discussion for the Case 1 and 2 on page 181.
5. In the workbook, do Drill 12-A.
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6. Work out problems 12-1 and 12-2, pages 183 and 184, using the 
forms provided in the workbook.
7. Work supplementary problem 12-S, pages 184 and 185, using the 
forms provided in the workbook.
8. ' Staple all your work including scrap paper and adding machine
tape to this contract when completed and hand in for credit. This 
would include workbook pages 101-110.
ACHIEVEMENT
Examination for Chapter 12.
47
RECORDING CASH PAYMENTS 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Recognize the importance of accurate cash records.
2. Explain in writing why the check stub is an immediate record of 
a ll cash payment entries and to understand the importance of 
having complete information on the check stub.
. ; • j
3. Comprehend the use of the Accounts Payable Debit column in the 
cash payments journal.
4. State how the withdrawals of cash by the proprietor are entered 
in the cash payments journal.
5. Apply the method of recording a cash purchase of merchandise.
6. Discuss the method of proving, footing, and ruling the cash 
payments journal.
7. Express the correct procedures for posting the cash payments 
journal.
8. Demonstrate the method of proving the accounts payable ledger 
with the accounts payable account and of preparing a schedule of 
accounts payable.
BE * BKKP * 13 Prerequisite: BE * BKKP * 12
SALIENT ITEMS
This chapter on cash payments was placed immediately after the chapter 
on purchases of merchandise on account in order to make it easier to relate 
the debits to Accounts Payable when payments are made to creditors for 
merchandise that had been purchased on account. The students should be 
able to find out how much is owed to each creditor and how to prove that 
the balance of the accounts payable account is correct.
PERFORMANCE
1. Read Chapter 13; textbook pages 187-203.
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2. Write out the meaning of each of the vocabulary words on page 203
3. Write out the answers to the study questions on pages 203 and 204
4. Write out the discussion for Case 1, 2, 3, and 4 on page 204.
5. In the workbook, do Drill 13-A.
6. Work out problems 13-1 and 13-2, pages 204 and 206, using the 
forms provided in the workbook.
7. Work supplementary problem 13-S, pages 207 and 208, using the
forms provided in the workbook. j
8. Staple a ll your work including scrap paper and adding machine 
tape to this contract when completed and hand in for credit.
This would include workbook pages 113-120.
i
ACHIEVEMENT
Examination for Chapter 13 .
49
RECORDING THE SALE OF MERCHANDISE ON ACCOUNT 
BEHAVIORAL OBTECTIVES 
The student w ill be able to:
1. Explain the sales slip as the immediate record for a ll sales on 
account.
2. Illustrate that even though the amount in the sales journal is 
written only once, the entry has a debit part and a credit part.
3. Demonstrate the procedures for footing, ruling, and posting the 
total of the sales journal.
4. Justify the use of the account receivable ledger as a subsidiary 
ledger.
5. List the correct procedures for posting to a customer's account.
BE * BKKP * 14 Prerequisite: BE * BKKP * 13
SALIENT ITEMS
This chapter emphasizes the relationship of the accounts receivable 
ledger to the accounts payable account in the general ledger. To be able 
to demonstrate the reasons for a separate ledger for the accounts with 
debtors and how the accounts receivable account in the general ledger 
summarizes a ll the accounts in the accounts receivable ledger is the most 
difficult part of this chapter.
PERFORMANCE
1. Read Chapter 14; textbook pages 211-224.
2. Write out the meaning of the vocabulary words on page 225.
3. Write out the answers to the study questions on page 225.
4. Write out the discussion for Case 1, 2, 3, and 4 on pages 225 
and 226.
5. In the workbook, do Drill 14-A and 14-B.
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6. Work out problems 14-1 and 14-2, pages 227 to 229, using the 
forms provided in the workbook.
7. Work supplementary problem 14-S, pages 229 and 230, using the 
forms provided in the workbook.
8. Staple a ll your work including scrap paper to this contract when 
completed and hand in for credit. This would include workbook 
pages 123-132.
ACHIEVEMENT ^  >
j
Examination for Chapter 14.
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RECORDING CASH RECEIPTS 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Explain that the General Credit column is used to record all credit 
amounts that are neither sales credits nor accounts receivable 
credits.
2. Apply the procedure used to record the cash on hand at the begin­
ning of the month.
3. Relate the use of the Accounts Receivable Credit column to record 
cash received from a customer on account.
4. Demonstrate the use of the Sales Credit column to record cash 
sales.
5. List the method of footing, proving, and ruling the Cash Receipts 
Journal.
6. Summarize the procedures for proving cash and how to take care 
o f cash short or over.
7. Diagram the procedures for posting the totals of the Cash Receipts 
Journal.
8. Describe the Accounts Receivable Ledger and to prepare in writing 
a Schedule of Accounts Receivable.
BE * BKKP * 15 Prerequisite: BE * BKKP * 14
SALIENT ITEMS
This chapter on cash receipts was placed immediately after the chapter 
on Sales of merchandise on account in order to make it easier to relate the 
credits to accounts receivable when payments are made by the debtor for 
merchandise that had been sold on account. The students should be able 
to find out how much is owed by each debtor and how to prove that the 
balance of the accounts receivable account is correct.
PERFORMANCE
1. Read Chapter 15; textbook pages 233-251.
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2. Write out the meaning of each of the vocabulary words on page 
252.
3. Write out the answers to the study questions on page 252.
4. Write out the discussion for Case 1, 2, 3, and 4 on page 253.
5. In the workbook, do Drill 15-A and 15-B.
6. Work out problems 15-1 and 15-2, page 255, using'the forms 
provided in the workbook.
7. Work supplementary problem 15-S and 15-B, pages 256 to 258, 
using the forms provided in the workbook.
8. Staple a ll your work including scrap paper to this contract when 
completed and hand in for credit. This would include workbook 
pages 135-142.
ACHIEVEMENT
Examination for Chapter 15.
53
RECORDING MISCELLANEOUS ENTRIES IN THE GENERAL JOURNAL 
BEHAVIORAL OBJECTIVES
BE * BKKP * 16 Prerequisite: BE * BKKP * 15
The student w ill be able to:
1. Explain in writing the need for a general journal to record m iscel­
laneous transactions when special journals are used for purchases, 
sales, cash receipts, and cash payments.
2. State the use of the general journal to record withdrawals of 
merchandise by the proprietor, corrections of errors on ledger 
accounts, and purchases of supplies on account.
3. Organize the procedures for proving the quality of debits and 
credits in the general ledger by taking a trail balance.
SALIENT ITEMS
To be able to decide in which journal an entry w ill be placed, students 
should review the past four chapters with this chapter to get an overall view 
of journalizing. Students should note that i f  the journal entry does not fit in 
the previous four journals, the entry shall be made in the general journal.
PERFORMANCE
1. Read Chapter 16; textbook pages 259-269.
2. Write out the meaning of each of the words on page 269.
3. Write out the answers to the study questions on pages 269 and 270.
4. Write out the discussion for Case 1, 2, 3, and 4 on page 270.
5. In the workbook, do Drill 16-A.
6. Work out problem 16-1, page 272, using the forms provided in the 
workbook.
7. Work supplementary problem 16-S, page 273, using the forms pro­
vided in the workbook.
8. Staple all your work including scrap paper and adding machine tape 
to this contract when completed and hand in for credit. This would 
include workbook pages 145-148.
w
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ACHIEVEMENT
Examination for Chapter 16.
55
THE CHECKING ACCOUNT AND RECONCILIATION OF RANK STATEMENTS 
BEHAVIORAL OBJECTIVES
The student should be able to:
1. Explain how to open a checking account.
2. Demonstrate how deposit tickets are prepared.
3. Name what ABA numbers and magnetic ink numbers are used for.
4. Describe how to endorse a check and to label the kinds of endorse­
ments that are commonly used.
5. List the correct procedures for writing a check.
6. Summarize how to reconcile a bank statement.
SALIENT ITEMS
The authors have selected illustrations of deposit slips, checks and 
bank statements that are common to many communities. It is impossible 
to illustrate a ll the variations that might be used. It is important in study­
ing this chapter that the students see the forms illustrated and compare 
them with the forms used by the local banks.
The student should be able to perform the step-by-step procedures used 
to reconcile a bank statement.
PERFORMANCE
1. Read Chapter 17; textbook pages 275-288.
2. Write out the meaning of each of the words on page 288.
3. Write out the answers to the study questions on page 289.
4. Write out the discussion for Case 1 , 2 ,  and 3 on pages 289 and 
290.
BE * BKKP * 17 Prerequisite: BE * BKKP * 16
5. In the workbook, do Drill 17-A, 17-B, and 17-C.
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6. Work out problems 17-1, 17-2, and 17-3, pages 291 and 292, 
using the forms provided in the workbook.
7. Staple all your work including scrap paper to this contract when 
completed and hand in for credit. This would include workbook 
pages 151-154.
ACHIEVEMENT
Examination for Chapter 17.
57
EIGHT-COLUMN WORK SHEET WITH ADJUSTMENTS 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Demonstrate that some accounts need to be brought up to date at 
the end of each fiscal period in order for the financial reports to 
reflect the actual operations and condition of the business.
2. Present a work sheet with columns for adjustments of accounts 
that need to be brought up to date.
3. Recall that adjustments are planned and proved on the work sheet 
before they are journalized.
4. Illustrate the modern method of adjusting merchandise inventory 
through the income and expense summary account.
5. Comprehend the effect of merchandise inventory adjustments on 
ledger accounts.
6. Analyze the method of making adjustments for supplies and prepaid
\ insurance and how ledger accounts are affected.
7. Show the steps in completing the work sheet.
8. Organize a method of taking an inventory.
BE * BKKP * 18 Prerequisite: BE * BKKP * 17
SALIENT ITEMS
The companion accounts used in each adjustment in this chapter go 
together when an adjustment is planned on the work sheet:
(a) Merchandise Inventory -  Income and Expense Summary
(b) Supplies - Supplies Expense
(c) Prepaid Insurance - Insurance Expense
Make liberal use of the T account in analyzing the adjustments before 
recording any adjusting entry on the work sheet.
PERFORMANCE
1. Read Chapter 18; textbook pages 3 05-322.
c=r
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2. Write out the meaning of each of the business vocabulary words 
on page 323 .
3. Write out the answers to the study questions on page 323.
4. Write out the discussion for Cases 1, 2, and 3 on pages 323 and 
. 324.
5. In the workbook, do Drill 18-A, 18-B, and 18-C.
6. Work out problem 18-1, page 326, using the forms provided in the 
workbook.
7. Work either supplementary problem 18-S or 18-B, pages 327 and 
328, using the forms provided in the workbook.
8. Staple all your work including scrap paper behind this contract when 
completed and hand in for credit. This would include workbook 
pages 157-160.
ACHIEVEMENT
Examination for Chapter 18.
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FINANCIAL REPORTS FOR A MERCHANDISING BUSINESS 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Explain in writing the need for and the uses of the income state­
ment, the capital statement, and the balance sheet.
2. Arrange the step-by-step procedures used in preparing the income 
statement.
3. Organize the step-by-step procedures used in preparing the capital 
sta tement.
4. Match the step-by-step procedures used in preparing the balance 
sheet.
BE * BKKP * 19 Prerequisite: BE * BKKP * 18
SALIENT ITEMS
The three financial statements are prepared in the following order:
(a) First, the income statement, to determine the net income or the 
net loss, which is needed in the preparation of the second state­
ment.
(b) Second, the capital statement, to determine the ending amount of 
the proprietor's capital, which is needed in the preparation of 
the third statement.
(c) Third, the balance sheet, which must come third because it used 
the amount of the proprietor's capital as shown on the capital 
statement.
PERFORMANCE
1. Read Chapter 19; textbook pages 329-342.
2. Write out the meaning of each of the business words on page 342.
3. Write out the answers to the study questions on page 343 .
4. Write out the discussion for Case 1 , 2 ,  and 3 on pages 343 and 
344.
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5. In the workbook, do Drill 19-A, 19-B, and 19-C.
6. Work out problem 19-1, page 345, using the forms provided in 
the workbook.
7. Work either supplementary problem 19-S or 19-B, pages 346 and 
347, using the forms provided in the workbook.
8. Staple a ll your work including scratch paper and adding machine 
tape to this contract when completed and hand in for credit.
This would include workbook pages 163-170.
)
ACHIEVEMENT
Examination for Chapter 19.
/ . • ' • •
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ADJUSTING AND CLOSING ENTRIES 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Comprehend why changes in ledger accounts because of adjust­
ments can only be made by making journal entries and posting 
them.
2. Recite the need for closing entries.
3. Analyze that the Income Statement columns of the work sheet 
provide a ll the information needed to make entries to close the 
income accounts and the expense accounts and to close the net 
income into the capital account.
4. Understand that the proprietor's capital account includes the 
balance of his drawing account.
5. Demonstrate how a post-closing trial balance proves the equality 
of debits and credits after the adjusting entries and the closing 
entries have been posted.
SALIENT ITEMS
The adjustments columns of the work sheet are used to plan the changes 
that must be made in the general ledger accounts at the close of the fisca l 
period. It is necessary to record an adjustment in the general journal for 
each adjustment on the work sheet because changes in the general ledger 
should be made only as a result of posting journal entries.
PERFORMANCE
1. Read Chapter 20; textbook pages 349-3 62.
2. Write out the answers to the study questions on page 3 63.
3. Write out the discussion for Case 1 , 2 ,  and 3 on page 3 64.
4. In the workbook, do Drill 20-A and 20-B.
5. Work out problem 20-1, page 366, using the forms provided in 
the workbook.
BE * -BKKP * 20 Prerequisite: BE * BKKP * 19
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6. Staple all your work including scratch paper and adding machine 
tape to this contract when completed and hand in for credit.
This would include workbook pages 173-182.
ACHIEVEMENT
Examination for Chapter 20.
/
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AUTOMATED DATA PROCESSING IN BOOKKEEPING 
BEHAVIORAL OBJECTIVES
The student w ill be able to:
1. Explain in writing what data processing is .
2. List and discuss some of the various types of records and machines 
used in manual, machine, and automated bookkeeping.
3. Recognize how the write-it-once principle is applied in manual,
machine, and automated data processing. /
4. Perform the punching of a punch card all numbers from 0 to 9.
5. Demonstrate the punching of a punch card for a ll the letters of 
the alphabet.
SALIENT ITEMS
This chapter emphasizes the need for automated equipment in bookkeep­
ing in order to do the necessary clerical work more quickly and accurately 
than the manual method.
Students should be able to read an IBM card that has been punched 
with numbers and alphabetic characters.
PERFORMANCE
1. Read Chapter 21; textbook pages 371-388.
2. Write out the meaning of each of the words on page 386.
3. Write out the answers to the study questions on page 386.
4. Write out the discussion for Case 1 on page 386.
5. Work out problems 21-1, 21-2, and 21-3, pages 387 and 388, 
using the forms provided in the workbook.
6. Staple all your work including scratch paper and adding machine 
tape to this contract when completed and hand in for credit.
This would include workbook pages 185-191.
BE * BKKP * 21 Prerequisite: BE * BKKP * 20
r-
BE * BKKP * 21 — Continued 
ACHIEVEMENT
Examination for Chapter 21.
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AUTOMATED DATA PROCESSING SYSTEMS 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Comprehend that automated data processing requires an orderly 
set o f procedures that must be programmed.
2. Understand why flow charts are commonly used to analyze the 
logical order of the steps in a data processing system.
3. Analyze the equipment units and the steps in a tabulating system
of automated data processing. / -
4. Recognize the equipment units and the steps in an electronic 
computer system of data processing.
5. Explain a binary number system and to demonstrate how the binary 
code is used with a computer system.
SALIENT ITEMS
The flow charts in this chapter might well serve as the center of 
discussion. As each step in a system is discussed, reference can be made 
to the illustrations and discussions of this particular process in the chapter. 
The flow charts on page 389 w ill provide an excellent introduction to this 
procedure because they deal with bookkeeping processes with which the 
student is already familiar.
BE * BKKP * 22 Prerequisite: BE * BKKP * 21
PERFORMANCE
1. Read Chapter 22; textbook pages 389-401.
2. Write out the meaning of each of the words on page 401.
3. Write out the answers to the study questions on page 401.
4. Write out the discussion for Case 1 on page 401.
5. Work out problems 22-1 and 22-2, page 402, using the forms 
provided in the workbook.
6. Staple a ll your work including scratch paper and adding machine 
tape to this contract when completed and hand in for credit. This 
would include workbook pages 195-203.
ACHIEVEMENT
Examination for Chapter 22.
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THE COMBINATION JOURNAL AND THE PETTY CASH FUND 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Translate how the special journals and the general journal can be 
combined into one single book of original entry known as the com­
bination journal.
2. Discuss the journalizing of various kinds of business trans­
actions in a combination journal and the posting of such a journal.
3. Demonstrate the correct way of forwarding the totals of a combina­
tion journal from one page to the next.
4. Explain in writing the comparison of the four-column general ledger 
account with debit and credit balance columns and to point out
the advantages of this form of account.
5. Assemble the setting-up of the petty cash fund and the replenishing 
of the petty cash fund.
BE * BKKP * 23 Prerequisite: BE * BKKP * 22
SALIENT ITEMS
Compare the four-column general ledger account with the standard 
general ledger account used previously. Note that an account balance 
can be found quickly and easily in the appropriate Debit or Credit Balance 
column. A lso, that the use of the four-column general ledger account 
eliminates the need for time consuming ruling and balancing of accounts.
Petty cash is introduced for the first time. Students should be able 
to perform step-by-step procedure that is used in replenishing the petty 
cash account.
PERFORMANCE
1. Read Chapter 23; textbook pages 405-416.
2. Write out the meaning of each of the business terms on page 416.
3. Write out the answers to the study questions on page 416.
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4. Write out the discussion for Case 1 , 2 ,  and 3 on page 417.
5. Work out problems 23-1 and 23-2, pages 417-419, using the 
forms provided in the workbook.
6. Work either supplementary problem 23-S or 23-B, pages 419 and 
420, using the forms provided in the workbook.
7. Staple a ll your work including scratch paper and adding machine 
tape to this contract when completed and hand in for credit. This 
would include workbook pages 207-212.
ACHIEVEMENT
Examination for Chapter 23 .
■ !••■■■ : -
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PROBLEMS RELATING TO SAJLES AND PURCHASES 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Demonstrate the business and bookkeeping procedures for handl­
ing sales returns and allowances.
2. Summarize the business and bookkeeping procedures for handling 
purchases returns and allowances.
3. Calculate cash discounts granted on a sale (or purchase) and to 
show how these are handled by the bookkeeper.
BE * BKKP * 24 Prerequisite: BE * BKKP * 23
SALIENT ITEMS
Students should become familiar with the common terms of sale, and 
abbreviated symbols used for writing these terms, found in business today.
A comparison should be made by the student of a sales return and a 
sales allowance. A lso, a purchase return and a purchase allowance.
PERFORMANCE
1. Read Chapter 24; textbook pages 421-432.
2. Write out the meaning of each of the business terms on page 433.
3. Write out the answers to the study questions on page 433.
4. Write out the discussion for Case 1, 2, 3, and 4 on page 434.
5. In the workbook, do Drill 24-A.
6. Work out problems 24-1 and 24-2, pages 435 and 436, using the 
forms provided in the workbook.
7. Work either supplementary problem 24-S or 24-B, pages 437 and 
43 8, using the forms provided in the workbook.
8. Staple all your work including scratch paper and adding machine 
tape to this contract when completed and hand in for credit.
This would be workbook pages 215-224.
BE * BKKP * 24— Continued 
ACHIEVEMENT




The student w ill be able to:
1. Explain the principal provisions of the Social Security Act as they 
affect bookkeeping records.
2. Perform some of the basic payroll work performed by bookkeepers
or payroll clerks . ' -
3. Identify the most common payroll forms used in business today.
4. List and calculate the payroll taxes that are deducted from an 
employees paycheck.
5. List and calculate the payroll taxes that the employer has to pay 
on each employee.
BE * BKKP * 25 Prerequisite: BE * BKKP * 24
SALIENT ITEMS
The rates for FICA taxes vary from time to time. However, the amounts 
and the rates given in the textbook are to be used. The entries, except 
for amounts, are not changed by an increase in rates.
Using a completed time card, the student should be able to perform 
a step-by-step procedure that is used in payroll records up to the completion 
of the payroll check.
PERFORMANCE
1. Read Chapter 25; textbook pages 439-453 .
2. Write out the meaning of each of the business terms on page 453.
3. Write out the answers to the study questions on page 454.
4. Write out the discussion for Case 1 , 2 ,  and 3 on pages 454 and 
455.
5. Work out problems 25-1, 25-2, 25-3, and 25-4, pages 455-457, 
using the forms provided in the workbook.
cr
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6. Work either supplementary problem 25-S or 25-B, pages 457 and 
458, using the forms provided in the workbook.
7. Staple a ll your work including scratch paper and adding machine 
tape to this contract when completed and hand in for credit. This 
would include workbook pages 227-234.
ACHIEVEMENT
Examination for Chapter 25.
P
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PAYROLL ACCOUNTS , TAXES, AND REPORTS 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Understand and illustrate the entries, records, and reports neces­
sary when recording and when paying (a) payrolls, (b) employees' 
taxes and other payroll withholdings, and (c) the employer's 
payroll taxes.
SALIENT ITEMS
The employer's payroll taxes are recorded in a combined entry, with 
the employer's FICA tax, state unemployment tax, and federal unemployment 
tax a ll debited to one expense account, Payroll Tax Expense. If, therefore, 
a business wants a breakdown of its different payroll tax expenses, it can 
secure this information from the payable accounts— FICA Taxes Payable,
State Unemployment Taxes Payable, and Federal Unemployment Taxes Payable.
PERFORMANCE
1. Read Chapter 26; textbook pages 459-469.
2. Write out the answers to the study questions on pages 469 and 
470.
3. Write out the discussion for Cases 1 and 2 on page 470.
4. Work out problems 26-1, 26-2, and 26-3, pages 471 and 472, 
using the forms provided in the workbook.
5. Staple a ll your work including scrap paper behind this contract 
when completed and hand in for credit. This would include work­
book pages 237-242.
BE * BKKP * 26 Prerequisite: BE * BKKP * 25
ACHIEVEMENT
Examination for Chapter 26.
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FIXED ASSETS AND DEPRECIATION 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Define depreciation and the simple straight-line method of 
calculating this expense.
2. Explain the meaning and the use of such valuation accounts as 
Accumulated Depreciation-Delivery Equipment.
3. Illustrate the difference between current assets and fixed assets 
and between current liabilities and long-term liab ilitie s .
4. List the step-by-step procedure used in preparing a balance sheet 
using the new accounts introduced in this chapter.
BE * BKKP * 27 Prerequisite: BE * BKKP * 26
SALIENT ITEMS
Students must first understand what depreciation is and be able to 
compute such expense accurately before they can record.accurate entries 
dealing with depreciation expense.
Students must concentrate on the arithmetic of depreciation before 
concentrating upon the entries for recording depreciation expense.
PERFORMANCE
1. Read Chapter 27; textbook pages 481-493.
2. Write out the meaning of each of the business terms on page 494.
3. Write out the answers to the study questions on page 494.
4. Write out the discussion for Case 1 and 2, pages 494 and 495.
5. In the workbook, do Drill 27-A and 27-B.
6. Work out problems 27-1 and 27-2, pages 496 and 497, using the 
forms provided in the workbook.
7. Work either supplementary problem 27-S or 27-B, pages 497 and 
498, using the forms provided in the workbook. Do both problems 
if  extra credit is desired.
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8. Staple a ll your work including scratch paper and adding machine 
tape to this contract when completed and hand in for credit. This 
would include workbook pages 267-274.
ACHIEVEMENT
Examination on Chapter 27.
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DISPOSING OF FIXED ASSETS 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Write the entries on bookkeeping records when fixed assets are 
sold.
2. Record the entries on bookkeeping records when fixed assets are 
disposed of.
3. Apply the entries on bookkeeping records when fixed assets are 
traded-in as part of the purchase price of a new asset.
BE * BKKP * 28 Prerequisite: BE * BKKP * 27
SALIENT ITEMS
Fixed assets cannot last forever. The assets w ill wear out or they 
w ill be no longer needed for the business. When an asset wears out, the 
business may replace them with newer models. The student w ill have to 
perform the necessary entries on the bookkeeping records to show the 
disposal of the old asset and the acquisition of the new assets.
Being that depreciation is just an estimate, gains or losses on the 
sale or discarding of the assets must be calculated. Accounts must there­
fore be maintained in the ledger in which to record the gains or the losses 
on fixed assets.
PERFORMANCE
1. Read Chapter 28; textbook pages 499-510.
2. Write out the meaning of each of the words on page 510.
3. Write out the answers to the study questions on page 510.
4. Write out discussion for Case 1, 2, 3, and 4 on page 511.
5. Work out problems 28-1, 28-2, and 28-3, pages 511 and 512, 
using the forms provided in the workbook.
6. Work either supplementary problem 28-S or 28-B, pages 512 to 
514, using the forms provided in the workbook.
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7. Staple all your work including scrap paper to this contract when 
completed and hand in for credit. This would include workbook 
pages 277-282.
ACHIEVEMENT
Examination on Chapter 28.
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BAD DEBTS AND VALUATION OF ACCOUNTS RECEIVABLE 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1„ Analyze the step-by-step procedures of aging accounts receivables
2. Determine the necessary entries in the bookkeeping records to 
record the estimated bad debts.
3. Illustrate the necessary entries in the bookkeeping records when 
a bad debt has become a reality.
4„ Explain the use of the accounts Bad Debts Expense and Allowance 
for Bad Debts.
BE * BKKP * 29 Prerequisite: BE * BKKP * 28
SALIENT ITEMS
At the time the estimated bad debts expense is recorded, the amounts 
cannot be credited to customer's accounts because it is not known which 
particular accounts w ill become uncollectible. The amounts are therefore 
credited temporarily to the allowance for bad debts accounts, where they 
are held until the particular accounts that should receive these credits 
become definitely known.
Since the student learned in a previous chapter about the valuation 
account Accumulated Depreciation-Equipment, a close connection should 
be made with this previous learning when reading about Allowance for 
Bad Debts.
PERFORMANCE
1. Read Chapter 29; textbook pages 515-526.
2. Write out the meaning of each of the words on page 52 6.
3. Write out the answers to the study questions on page 527.
4. Write out the discussion for Case 1 on page 527.
5. In the workbook, do Drill 29-A.
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6. Work out problems 29-1 and 29-2, pages 528 and 529, using the 
forms provided in the workbook.
7. Work either supplementary problem 29-S or 29-B, pages 529-530, 
using the forms provided in the workbook. Do both problems if 
extra credit is desired.
8. Staple a ll your work including scratch paper and adding machine 
tape to this contract when completed and hand in for credit. This 
would include workbook pages 285-304.
ACHIEVEMENT
Examination for Chapter 29.
r~
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A CASH REGISTER BOOKKEEPING SYSTEM 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Recognize the use of the cash register and its relation to bookkeep­
ing records.
2. Recite the step-by-step procedures used in proving of cash 
through the use of cash register records.
3. List the method of accounting for cash short and over.
4. State the use of a petty cash fund when used with a cash register.
BE * ■ BKKP * 3 0 Prerequisite: BE * BKKP * 29
SALIENT ITEMS
Students are to become familiar with the various types o f cash registers 
used in business today and to be able to analyze the cash register tapes in 
order to make correct journal entries.
The using of the combination journal in a cash register bookkeeping 
system should be stressed as this is the system that is used in the Taylor 
Hardware Practice Set that w ill follow this chapter.
PERFORMANCE
1. Read Chapter 30; textbook pages 531-545.
2. Write out the meaning of each of the words on page 545..
3. Write out the answers to the study questions on page 545.
4. Write out the discussion for Case 1 on page 545.
5. Work out problems 30-1, 30-2, and 30-3, pages 546 to 548, 
using the forms provided in the workbook.
6. Staple a ll your work including scratch paper and adding'machine 
tape to this contract when completed and hand in for credit. This 
would include workbook pages 307-318.
BE * 'BKKP * 30— Continued 
ACHIEVEMENT
Examination for Chapter 30.
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SALES TAXES AND OTHER SALES AND PURCHASES TRANSACTIONS 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Explain in writing what a sales tax is and how the collection and 
the payment of sales taxes affect a merchant's bookkeeping records.
2. Show how special columns can be added advantageously to such 
special journals as the sales journal, the cash receipts journal, 
the cash payments journal, and also the general journal.
3. Review and reinforce the understanding of how sales invoices 
can be used as a sales journal.
SALIENT ITEMS
BE * BKKP * 31 Prerequisite: BE * BKKP * 30
Sales tax laws vary greatly from city to city and from state to state 
in both the amounts and the means of collection and payment.
Expanded journals containing more columns are introduced in a simple 
and logical manner.
PERFORMANCE
1. Read Chapter 31; textbook pages 549-558.
2. Write out the meaning of the business vocabulary word on page 559.
3. Write out the answers to the study questions on page 559.
4. Write out the discussion for Cases 1 and 2 on page 5597
5. In the workbook, do Drill 31-A.
6. Work out problem 31-1, pages 560 and 561, using the forms 
provided in the workbook.
7. Work either supplementary problem 31-S or 31-B, pages 561-564, 
using the forms provided in the workbook.
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8. Staple a ll your work including scrap paper behind this contract 
when completed and hand in for credit. This would include work­
book pages 321-326.
ACHIEVEMENT
Examination for Chapter 31.
84
NOTES AND INTEREST 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Demonstrate the use of promissory notes and to show how the 
interest on notes is (a) derived from interest tables and (b) 
computed.
2. List the entries for recording transactions with notes payable.
3. Identify the entries for recording transactions with notes receivable.
4. Illustrate how interest income and interest expense are reported 
on the income statement.
BE * BKKP * 32 Prerequisite: BE * BKKP * 31
SALIENT ITEMS
. The student w ill not be able to record accurate entries involving 
interest until he is first able to find or compute interest accurately. It 
would be w ell to review the necessary arithmetic or use of interest tables 
before concentrating on the bookkeeping entries .
PERFORMANCE
1. Read Chapter 32; textbook pages 565-577.
2. Write out the meaning of each of the business vocabulary words 
on page 577.
3. Write out the answers to the study questions on page 578.
4. Write out the discussion for Cases 1 and 2 on pages 578 and 579.
5. In the workbook, do Drill 32-A and 32-B.
6. Work out problem 32-1, page 580, using the forms provided in 
the workbook.
7. Work either supplementary problem 32-S or 32-B, pages 5 81 and 
582, using the forms provided in the workbook.
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8. Staple all your work including scrap paper behind this contract
when completed and hand in for credit. This would include work­
book pages 329-334.
ACHIEVEMENT
Examination for Chapter 32.
./
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BE * 6KKP * 33 Prerequisite: BE * BKKP * 32
ACCRUED INCOME AND ACCRUED EXPENSES 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Show the need for and the means of recording accrued income and 
accrued expenses.
2. Demonstrate why, when, and how reversing entries are made.
3. Interpret how both the balance sheet and the income statement 
are affected by accruals .
/
SALIENT ITEMS
The student should realize that (a) the accuracy of both financial 
statements is affected when accruals are not recorded, (b) failure to record 
accrued income results in understating the net income of a business, and 
(c) failure to record accrued expenses results in overstating the net income 
of a business.
PERFORMANCE
1. Read Chapter 33; textbook pages 583-596.
2. Write out the meaning of each of the business vocabulary words on 
page 597.
3. Write out the answers to the study questions on page 597.
4. Write out the discussion for Cases 1 and 2 on page 598.
5. Work out problems 33-1 and 33-2, pages 598-600, using the forms 
provided in the workbook.
6. Work either supplementary problem 33-S or 33-B, pages 601 and 
602, using the forms provided in the workbook.
7. Staple a ll your work including scrap paper behind this contract 
when completed and hand in for credit. This would include work­
book pages 337-352.
ACHIEVEMENT




The student w ill be able to:
1. Understand a brief picture of a partnership form of business.
2. Illustrate a brief treatment of some bookkeeping procedures common 
to the partnership form of business.
SALIENT ITEMS
BE * . BKKP * 34 Prerequisite: BE * BKKP * 33
The only difference in the books of the partnership firm is that there 
are now two capital accounts instead of one. No changes occur in the way 
in which purchase, sales, and cash receipts, or cash payments are recorded.
PERFORMANCE
1. Read Chapter 34; textbook pages 605-614.
2. Write out the meaning of each of the business vocabulary words 
on page 614.
3. Write out the answers to the study questions on page 614.
4. Write out the discussion for Cases 1 and 2 on page 615.
5. Work out problems 34-1, 34-2, 34-3, and 34-4, pages 615-618, 
using the forms provided in the workbook.
6. Staple a ll your work including scrap paper behind this contract 
when completed and hand in for credit. This would include work­
book pages 355-364.
ACHIEVEMENT
Examination for Chapter 34.
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CORPORATIONS AND COOPERATIVES 
BEHAVIORAL OBJECTIVES 
The student w ill be able to:
1. Write a brief discussion of the nature of a corporation and its 
advantages.
2. Illustrate a brief treatment of the bookkeeping procedures peculiar 
to the corporate type of proprietorship, including work at the end 
of a fisca l period.
3. Demonstrate that the chief difference between the accounts of
a corporation and those of a single proprietorship or partnership 
is in the capital accounts.
4. Discuss the distinctive features of cooperatives.
SALIENT ITEMS
The capital account of a corporation is similar to the capital account 
o f a single proprietor or a partner.
Partners agree to incorporate and issue stock to each partner.
No changes occur in the way in which purchase, sales, cash receipts, 
or cash payments are recorded.
BE * BKKP * 3 5 Prerequisite: BE * BKKP * 34
PERFORMANCE
1. Read Chapter 35; textbook pages 619-633. __
2. Write out the meaning of each of the business vocabulary words 
on page 633.
3. Write out the answers to the study questions on pages 633 and 
634.
4. Write out the discussion for Cases 1 and 2 on page 634.
5. Work out problems 35-1 , 35-2, and 35-3, pages 634-636, using 
the forms provided in the workbook.
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6. Staple all your work including scrap paper behind this contract
when completed and hand in for credit. This would include work­
book pages 367-374.
ACHIEVEMENT
Examination for Chapter 35.
CHAPTER V
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS
The major objective of this study was to develop individual contracts 
or independent study units for instructional use in a bookkeeping and account­
ing classroom situation at Drayton Public School No. 19, Drayton, North 
Dakota.
More and more teachers are beginning to prepare statements of behavioral 
objectives or performance goals for their courses , curriculums , or depart­
ments. The need for such statements has resulted from educational innova­
tions such as modular scheduling, programmed instruction, individual 
instruction, computer-based instruction and guidance, differentiated staffing, 
student curriculum committees, and other bold new ideas in education.
It is imperative for all bookkeeping and accounting students to be 
afforded the opportunity to leam the principles and practices of accurate 
bookkeeping and accounting regardless of the reasons they may have had 
for deciding to pursue the course. No student should be denied this privilege 
because he lacks reading ability or arithmetical competency or because 
his score was low on any of the standardized tests commonly administered 
in school. In the ever-changing world of business, accurate records have 
become a vital part of daily life .
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One of the real advantages of a program of independent study is that 
the superior bookkeeping and accounting student's advancement and study 
can go as far as he wishes. When this writer's independent study students 
complete their first-year bookkeeping and accounting text, they go on to 
a college textbook where they get a quick review of what they have already 
covered and then study advanced applications. An alternative to using 
the college textbook could be to select a second-year high school bookkeep- 
ing and accounting textbook for those students who have finished the first- 
year tex t.
There are several things that need to be done during the individual 
conference. The teacher needs to perfect his skills in analyzing the per­
formance of the student in each situation. Usually teachers find themselves 
taking a long time as they first try individual conferences. This would 
seem to be quite normal. As long as the teacher consciously works to 
speed up things in order to get to every student at specific intervals, there 
should be little for the teacher to worry about in regard to the element of 
time.
There are criteria that w ill help a teacher have an individual conference 
with every pupil, even in large classes, and still meet them frequently 
enough to carry on the bulk of the instructional program. Among these 
criteria would include the idea that the student presents only a portion of 
his total effort during the conference, and a time limitation for every con­
ference is necessary. No teacher needs to try to check in detail everything
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a student has done. In the first place, such total evaluation is not necessary 
for proper growth. In the second place, such a requirement makes the 
student feel that he has no responsibility to further his own learning. And 
in the third place, it is impossible. In order to check everything, the 
teacher would have to stop students from working in order to check.
The individual conference is the climax or the high point of any 
instructional program. A ll instruction that comes before the conference 
leads to it; instruction that comes after the individual conference should 
be determined by what happens in it.
Educators have measured the abilities of individuals since the early 
beginnings of existence but the differences of individuals have been given 
more attention in recent years. The time has finally come when the indi­
vidual is no longer evaluated entirely on written material and objectives 
are being written in terms of student behavior.
Student behaviors should be arranged from simple to complex and the 
differentiation of these behaviors could be classified into the a ffective, 
cognitive, and psychomotor domains .
Summative evaluation in a bookkeeping and accounting class would be 
necessary only for the purpose of assigning grades at the end of every 
marking period, whereas formative evaluation, in nonskill subjects as w ell 
as in the skill subjects, takes place every period the class meets. Students 
are constantly testing their abilities and the instructor has abundant 
opportunity to observe them as they are progressing.
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A ll individuals need success experiences in order to carry on normal 
liv ing. The school is sometimes accused of contributing to poor mental 
health and to delinquency. Some of the testing activities may be very 
directly related to these charges. The solution to this problem would seem 
to be that the instructor be aware of individual differences and that the 
instructor be enthusiastic, flex ib le , and w illing to do something about 
such differences.
The writer's basic philosophy of testing would include that evaluation 
is to improve learning. The instructor should help each student in identify­
ing his strengths and weaknesses, and progress should be evaluated on the 
basis of an individual's ability to learn.
The contract or independent study method of instruction allowed the 
above-average student to finish the course early and delve further into 
the subject material. Too much emphasis may have been placed on how 
to work the problems rather than an understanding of the concepts behind 
these problems for the average or below-average student.
Some students were unable to cope with being placed on their own and 
dropped behind. The better students sought the greatest amount_of help 
from the instructor while the slower students seemed to rely more on fellow  
classmates for assistance.
Individualized instruction provided some positive items for improving 
learning. However, to be most successful, the class size would need to 
be restricted because of the large amount of preparation needed by the
sr
instructor. There also needs to be a change made from the traditional 
method of evaluating students. Perhaps more oral, individual examinations 
could be given.
The methodology and job instruction sheets are an adjunctive approach 
to individualizing bookkeeping and accounting classes; they are not 
intended to replace either the teacher or the textbook.
Materials and methods intended to individualize instruction cannot 
be shelved and used in exactly the same form from one year to the next; 
constant reorganization and updating are essential to meet changes in the 
bookkeeping and accounting course as they occur. Based on this premise, 
it has been found that constructing individualized job sheets for bookkeeping 
and accounting classes can adequately resolve the problem of individual 
differences among students.
For a bookkeeping and accounting program to be effective in today's 
classroom, then, it must offer maximum flex ib ility . The teacher must be 
able to select various combinations of content and to vary the time devoted 
to each part. In addition, he must, of course, be flexible with regard to 
the depth of understanding that he expects from the class and the method 
of presentation he employs.
The class was asked at several different intervals i f  they desired to 
return to the traditional method of instruction or remain on an individualized 
basis. Each time it was unanimous to continue using the independent study 
units. Many comments were made that it was a nice change to find an 
individualized class in high school.
w
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The slowest student completed contract number twenty-three while the 
fastest or best motivated student finished the first-year textbook and worked 
as far as Chapter F ive, or page 100, of a college textbook published by 
South-Western,, Accounting Principles, ninth edition.
From the response of the students, it has been decided that the contracts 
w ill be used again in the next school term. However, a few changes w ill 
be made.
/
Deadlines w ill be established for the less motivated students. Some 
fe ll behind right from the beginning and needed constant proding until 
different study habits were developed.
Commercially prepared tapes have been purchased which follow the 
textbook, chapter by chapter, and these w ill be used by students who have 
difficulty understanding the principles and concepts.
Extra credit w ill be given to those who do additional problems beyond 
the basic minimum requirements, such as the optional or review problems 
listed in the back of the textbook. This w ill be beneficial for any student 
that desires to raise his evaluation score.
At times, students w ill be allowed to work in teams of two or three to 
complete problems. It w ill even be attempted to evaluate students in pairs 
when comparable abilities are shown.
The administration has agreed that i f  a student finishes the bookkeeping 
course early and does not wish to pursue it further,that he may be elsewhere 
in the building provided he has a pass from the instructor and is in a room 
under supervision.
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The writer believes that individualized instruction definitely has a 
place in the educational system of today. It can aid the teacher, the under­
achiever, the overachiever, and the just "average" student. A careful 
planning and implementation of instructional materials should be made so 
that they suit the purpose.
Education in the future may be greatly affected by new technological 
developments. However, these may be geared to support the teacher and 
the administrator as w ell as the student. The type of personal teacher- 
pupil relationship that now is in existence may w ell be increased rather 
than eliminated. Ideally, education w ill be more individualized rather than 
standardized.
Based on the findings of this study, the following recommendations 
are made:
1. Research needs to be done in the form of follow-up studies of 
existing bookkeeping and accounting programs to see that they are 
meeting the needs of a ll students.
2. Information should be collected relative to the bookkeeping and 
accounting job opportunities of a community with resultant recom­
mendations for course content.
3. A study should be conducted to determine i f  secondary schools 
should teach a vocational bookkeeping and accounting course.
4. A study should be conducted to determine the opinions of business­
men as to what skills and knowledges students should possess in 
order to obtain positions in bookkeeping and accounting.
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5. It is recommended that some sort of communication should be 
established between business educators and businessmen with 
regard to the depth of coverage desired by businessmen to meet 
employable standards for bookkeeping and accounting personnel.
6. A study should be conducted to determine whether bookkeeping 
and accounting positions are available for slower learners and 
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